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	Process Name:
	Information:

	
	

	Process Owner
	Jane Doe, Comptrollers Office

	
	

	Describe the process in brief:
	A fund center needs to request additional money to allow them to be able to purchase items that their fund center requires.  They request a Budget Revision / Budget Transfer of funds.  The account numbers and amounts are listed by an initiator and will include necessary approvers.  Upon achieving the approval of other fund centers, the Vice President of the department if the originator / initiator, the Planning, Policy and Budget Office, the Office of the Comptroller, the funds are posted to paper.  In some cases, only the VP level is required for final approval and upon approval, the funds are posted to paper.

	Who Should?  
	Originator / Initiator – usually the Administrative Assistants in respective departments / fund centers (to initiate the Budget Transfer Request)
Approvers within various fund centers – Responsible person chosen within the particular department / fund center (to review, approve/disapprove the Request)                                                                                 VP – Vice President of the department / fund center (to review, approve/disapprove the Request)
Planning, Policy and Budget Department (to review, approve/disapprove the Request) 
Office of the Comptroller (to review, approve/disapprove the Request)

	Do What?
	See “Who Should?”

	To What?
	The Budget Transfer / Revision Request

	When?
	At origination or when a request for approval is received

	In What Order?
	Originator / Initiator
Other necessary fund centers

Vice President

Planning, Policy and Budget Department

Office of the Comptroller

	Why?
	To obtain necessary transfer of funds

	
	

	This process does not cover the following scenarios (how will they be handled?)
	A request initiated in the Comptrollers office that only has to be approved by the Comptrollers office – or in conjunction with the Budget office.  John Doe is working on this scenario with Jane Doe for this situation.

	
	

	Does this process currently exist or is it a new process? (existing/new)
	It currently exists as a manual process.

	
	

	If process already exists, highlight any differences between the existing process and the new process.
	In the new SAP system, the Originating Fund Center Level will have to have the money already to purchase anything.  Currently, in the manual system, they do not and can wait until the end of the year to make their requests.  The existing process is manual, involving paper forms.  The new system will be automated and will not use paper forms.

	
	

	Business Drivers for the Process:
	

	
	

	Expected benefits and success criteria (Benefits may be tangible or intangible; success criteria should be quantitative so that they can be 
measured)
	Automated Budget Transfer Approval System; faster turnaround; proper authorization.

	
	

	How will the success criteria be measured? 
	Successful Budget Transfer from Origination to Posting with successful communication of both approval and non-approval situations as well as escalation situations.

	New reports required?
	Reports will be generated within departments/fund centers.  
A message back to the originator with approval / rejection information as well as delay information is required.

A message to the VP level for possible escalation situations.

	Statistics to be gathered?
	None

	Who is responsible for gathering/measuring success criteria?
	Originator; fund centers / departments

	
	

	The Process in Theory:
	

	
	

	What documentation currently exists describing this process? (e.g. Business Procedure manual references)
	None

	
	

	List all activities that will be automated by this process
	Manual completion of the Request for Budget Revision form
Submission by the Budget Transfer Originator who is initiating the process

Movement of the Budget Transfer Request form to the appropriate individuals for approval

Approval and electronic “signature” by designated approvers

Decision regarding necessary approval by Budget and Comptroller’s offices

Rejection by designated approvers

Message to Originator of approvals or rejections

Posting of Budget Transfer

	
	

	List all activities within this process that require the participation of an agent
	Initiation of Budget Transfer Process by the Originator
Review of Budget Transfer for approval or rejection by designated approvers – responsible individuals
Approval or Rejection of a Budget Transfer by designated approvers from funding centers, VP’s, designated approvers from Budget and Comptroller offices with any additional attachments and/or reasons
Posting of Budget Transfer

Acknowledgement of Approval or Rejection by Originator

Acknowledgement of Rejection by designated approvals who had approved prior to a higher-level rejection 

Changes to a Budget Transfer that had been rejected and/or re-submission

	
	

	The Process in Practice:
	

	
	

	What common problems occur with the existing process?
	Hold-up in process.  
Rush of Budget Transfer requests at the end of the year.

	
	

	What problems are expected to occur with the new process?
	Unsure at this time.

	
	

	Any suggestions for improving the information given to agents
	Comptrollers office investigating.

	
	

	What is the minimum/average/maximum time taken to complete the existing process?
	Average time is two weeks.

	
	

	Agent Determination:
	

	
	

	What criteria will be used to determine agents?
	Admin Assistants from all departments and funding centers (will initiate the transfer / be originators)
Approvers determined by each funding center / dept.

VP’s for all departments                                                      Budget Office and Office of the Comptroller will determine approver levels

	
	

	Who will maintain the data used to determine agents?
	Budget Office 

	
	

	Are all agents internal employees? (if not, specify)
	Yes.

	
	

	Do all agents currently have user IDs in the system? (If not, specify proportion of employees who currently have user IDs.  Specify whether it is planned to give user IDs to employees who do not currently have user IDs, and if not, why not)
	Yes, they have user ID’s.  Many may not yet have security to sign on to SAP and must request this themselves.  They must therefore be informed that they will need a SAP login because their manual process is going to become automated.  Someone needs to inform them of this and that source has to be decided.  This has been listed as an issue and sent to Ann Smith.    

	
	

	What proportion of agents are already experienced workflow agents?
	0%

	
	

	Work Item Delivery Requirements:
	

	
	

	To what types of inboxes will the work items be delivered? (e.g. Business Workplace, Web inbox, Microsoft Outlook, Lotus Notes)
	Business Workplace should be used (per Jane Doe)

	
	

	What proportion of all agents currently uses these types of inboxes?
	Researching.

	
	

	What proportion of all agents requires e-mail notifications of new work items?
	All agents who are responsible require notification of need for approval.    In addition, all agents who have approved need notification that individuals above them have rejected the item.  Finally, a message of successful posting needs to be sent back to all agents who have approved.

	
	

	What supplementary inbox features are necessary to make the process work (e.g. attachments, work item forwarding)?
	Unknown at this time.

	
	

	Will it be acceptable to use several different inboxes according to the type of agent involved?
	Business Workplace should be used.

	
	

	Are offline processing capabilities required?
	No.

	
	

	Data Requirements:
	

	
	

	List all data required to start the process (e.g. initiator of the process, key business entities on which the process is based)
	Initiating Department

Initiating Date

Fiscal Year

Account Number Description(s)

10 Digit Account Number(s)

Increase Amount (in whole dollars only)

Decrease Amount (in whole dollars only)

Amount totals

Detailed explanation / justification for the request

Who requested / is the initiator

	
	

	List all data required for texts/instructions
	Researching – development team.

	
	

	List all data required to execute activities within this process, per activity
	Researching – development team.

	
	

	List all data required to determine agents
	Researching – development team.

	
	

	List all data required to control the process (e.g. retry counts, iteration counts)
	Researching – development team.

	
	

	Escalation Requirements:
	

	
	

	Will any deadlines be required? On what activities of the process?
	Office of Comptroller is discussing.

	
	

	Specify the deadline type (latest start, requested end, or latest end) and period for all activities requiring deadlines
	Office of Comptroller is discussing.

	
	

	Who is responsible for escalating delayed processes?
	Office of Comptroller is discussing.

	
	

	How will escalators be contacted? Via e-mail or work item?
	Office of Comptroller is discussing.

	
	

	Administration Requirements:
	

	
	

	What volume and frequency of workflows is expected? (i.e. how often will this process be started?)
	Daily, with a higher volume at the end of the year.

	
	

	What is the pattern of work frequency? (i.e. are there any significant peaks and troughs of activity)
	Average Daily requests with a higher volume at the end of the year.

	
	

	How long will a single instance of the process take to complete? (expected minimum/average/maximum)
	Unsure at this time – will know more in testing.

	
	

	What are the critical points of the process?
	Initiation
Approval

Rejection

Posting 

	
	

	Who is responsible for maintaining security and access rights for agents?
	Sue Smith 572-7777 Smiths@nku.edu

	
	

	Communication / Education Requirements:
	

	
	

	Who is responsible for communicating the process to agents and affected parties throughout design, implementation, and go-live?
	Teresa Cox will communicate to the Development Team and immediate users in the Comptroller and Budget offices; Jane Doe; and the Prism team.
Unsure who is communicating to all agents – need to decide.

	
	

	How will changes in the process be communicated? (e.g. via newsletter, e-mail, web-based help desk)
	Researching.

	
	

	Who is responsible for developing training to agents?
	Sue Jones will be contacted once the workflow has been developed and tested successfully and she and her team will evaluate the system and create a training manual and develop training.

	
	

	How will agents be trained? (e.g. classroom, one-on-one, remote sessions)
	Sue Jones will decide what fits best based upon the information that we supply to her regarding agents.

	
	

	When will agents be trained?
	Sue Jones will plan this in conjunction with Jane Doe and her group.

	
	

	Sign-offs:
	

	
	

	Process Owner
	Jane Doe

	
	

	Workflow Developer
	Teresa Cox

	
	

	Workflow Administrator
	Bev Beck
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